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MEMORANDUM FOR: Executive Director -Comptroller

- S8UBJECT ¢ Executive Management Programs--Wives' Week

REFERENCES : (a) Memo dtd 29 Apr 71 to EO-DD/s

fm EA/O’I‘R, same subject

®) Memo dtd 30 July 71 to A-DD/S

OGC Has Reviewed fm ExDir-Compt, re same subject

1. Thts memorandum includes s re - '
requires your mane) Py # 8 recommendation in paragraph 6 which

sions Xecut

b Su;;o tilte p;lo:;ce:; an;o:g the former Executive Officer to the Deputy Director

praduai g 'I"his grour of Finance, and a representative of the Office of General
- must I;h::el:ﬁ::mg the level of increased cost an employee at

vwimmg o An , ings.h!s wife to Cambridge for Wives' Week and

o l:: & participation during Wives* Week as advantageous to the
vAgenciew orom represmati'onal and other standpoints, was unantmous in it
period of Wives' Week Tepresented a "portion of the travel whe:e

fence Expenses in lieu of per diem as contemplated in HR[ |(see Tab A)

4. It appears then that no
Ye | special authority was
em sought to reim
"unmc‘:;:!ui:‘l Sul:sistence' Expense in lieu of per diem during thi: :Zﬁot;w f
THions W?"é\ s Week) since it was the opinion of o0Ge, E—O-DD;S
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and the Director of Finance that no special ssthority was necessary. During
the fi¥#§:}1 weeks of the AMP eouxse, the empityee recéives the regular per
diem and pays for his on-campus lodgings and meals (and incidentally the
duplicative #@t-campus meals he must take #.remain a part of the class and
"Can” groups) out ef his per diem, Duriig¥te final week of the course, {Wives'
Week) be must pay his on-campus lodgifg and meal costs and in addition rent

a hotel room in one ef the better hotels th town and incur the extra meal costs
‘Sovolved in socializing with his chiss and "Can'" mates and their wives.

5. It we believe that the Agency as well as the employee acerues a repre-
sentational hemefit from the wives® participation in the AMP Wives' Week, then
I believe we must be willing to share the extra expenses jnvolved with the em-
ployee, to the extemt that authority exists in Regulations governing such reim-
. bursements. In this regerd, it should be noted that the employee pays the

- round-trip transportation of his wife between her home and Harvard, her meal
ogts, and the inevitahlp extra clothing she feels she must have for the occa-
sions, -Qur contribution i limited to retmbursement of his Actual Subsistence
Expenses for two sets of quarters and twe sets of meals (on-campus and off-
campus) not to exceed a set figire per day (currently $40), for the period that
the wife is at Harvard,

6. It is therefore recommended that we continue our practice of approving
Actual Subsistence Expenses not to snesed the amount specified in Standardized
Government Travel Regulations (curremly $40) in lieu of per diem at Harvaxd
and commence such payments at those other outside-training courses which
have a Wives' Week as part of the course, when, and only when, the emplayee
brings his wife to the course for participation in the Wives' Week activities,

/s/ Bobert S. Watiles

Robext §. Wattles
Assistant Deputy Director
for Support
3 Atts ,

CONCUR:

1D s 1971
(’(/&4—5 General Counsel "~ Date

The recommndatian contained in paragraph 6 is approved.

. K. Whits 3 SEP 190
e L. K. White | | Date
. Bxseutive Director -Comptroller .
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7. SUBSISTENCE expenses include all charges for meals, lodging, personal use
S of room during daytime, baths, all fees and tips to waiters, porters, baggagemen,
bellboys, hotel maids, dining room stewards and others on vessels, hotel servants
in foreign countries, telegrams and telephone calls reserving hotel accommoda-
tions, laundry, cleaning and pressing of clothing, fans and fires in rooms, trans-
portation between places of lodging or business and places where meals are taken,
except as otherwise provided in subparagraph 8s. The term “lodging” does not
include accommodations on airplanes, trains, or steamers, and these expenses are
not subsistence expenses.

. ae ACTUAL SUBSISTENCE

(1) GENERAL. A Deputy Director may authorize or approve reimbursement to
, employees under his jurisdiction for the actual subsistence expenses of
i gpecific travel assignments when because of unusual circumstances the
11 maximum per diem is inadequate. This authority, which may not be re-
"+ delegated except to a single senlor subordinate official, is subject to the

' 11 following conditions:
-t (@) Relmbursement may not exceed $40 per day for travel within CONUS.
' wn - ' (b) For travel elsewhere, reimbursement may not exceed the sum of the

(" \) . maximum per diem allowance for the locality plus $18. This allowance
e may not be granted concurrently with supplemental per diem author-

ized under HR [ ]

—+Revised: 10 May 1871 (613) . ""..;":(:’:,'"E}.',;":;:"" 9 ,
_ SECRET ,

SECRET
HR TRAVEL

(¢) If travel was performed on a per diem basis and because of unusual =
- eircumstances the authorized per diem rate is much less than the "')
actual and necessary subsistence expenses incurred, such expenses <_
may be approved as prescribed above in lieu of the per diem allowance
-previously authorized.
. (d) When actual subsistence expenses for any day or days in travel status .t
~ are less than the maximum rates authorized under subparagraphs
7a(1)(a) and (b) above, the employee may be reimbursed only for
. actual expenses on those days.
. (e) If the travel assignment includes both unusual and ngg_nal gondltions,

Subsistence Sxpenses On. an. actual expense Rasis jaay ke aufhorized
or_approved for only that portion of the travel where the unusual

. conditions prevail

4 *,
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e |- ‘Allowance of actual Subsistence expenses. .

. a. Applicability.--The provisions of this section apply to civilian
. . officers and employees traveling under the Travel Expense Act of 1949, as
v . amended, and to persons traveling under. section 5 of the Administrative
b . Expenses Act of 1946, as amended. ‘

b. Authorization and appfoval.

(1) Authorization or approval shall be limited to specific travel
assignments within the limits of the continental United States where due
' to the unusual circumstances of the assignment the statutory maximum per
diem allowance would be mich less than the amount required to meet the
necessary subsistence expenses of a traveler. (See sec. 6.1.)

: (2) Heads of departments and establishments, as defined in the Travel
. Expense Act of 19L9, as amended, shall, in accordance with the provisions

: ' set forth in this section, prescribe conditions under which reimbursement

e . .. maybe authorized or approved on an actual expense basis, not to exceed

b3 7. §25 for each calendar day or fraction thereof in travel status, for the

' L
1

‘ (NO. A"?)

- : : ke | oo
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actual and necessary subsistence expenses of a traveler on official travel ;
assignment within the limits of the continental United States. Such con-
ditions shall restrict travel on an actual subsistence expense basls to
" thoge travel assignments where neceasary subsistence costs are “unusually
high. They should not permit the use of the actual subsistence expense
basis where necessary subsistence expenses may excoed the statutory maxipum
per diem allowance by a small.amount. Because hotel accommodations con=
stitute the major part of necessary subsistence expenses, travel on an
actual subsistence expense basis might appropriately be authorized or
approved for travel assignments which otherwise meet conditions prescribed
by the head of the department or establishment where the traveler has no
alternative but to incur hotel coats which would absorb all or practically
all of the statutory maximm per diem allowance,

(3) Heads of departments and establishments may delegate, with pro-
vision for limited redeiegation, authority to authorize or approve travel
- on an actual subsistence expense basis. Such delegation or redelegation /

- should be held to as high an administrative level as practicable in order
to insure adequate consideration and review of the circumstances surround-
ing the need for travel on the actual subsistence expense basis. '

(L) Where reimbursement of subsistence expenses on an actual expense

basis is authorized. the maximum amouw t per calendar day or fraction thereof,
not in excess of $25, for the specific travel assignment shall be stated in
 the travel authorization. However, if actual expenses are less than the
maxiimm stated in the travel authorization, the traveler shall be reim-
bursed only for actual necessary subsistence expenses. If (a) travel on
official business is psrformed without prior suthorization or travel is
authorized and performed on_a per diem basis, and (o) due to unusual cire
' cumstances, the applicable statutory maximm per diem is much less than the
actual and necessary subsistonce e expenees “incurred and $he spocific travel”
assignment otherwise conforms to the provisions of this sectiion, the actual

. and necessany subsistence expenses incurred, but not in oxcess of $25 per

calendar day or fraction thereof, may be approved.

¢. Administrative arrangemcnts .~=leads of departments and establighe
ments shall establish necessary administrative arrangements for an appro-
priate review of (1) the justification for travel on the actual expense
. basis, and (2) the subsistence expenses claimed by a traveler in order .to
. determine that they are proper subsistence expenses and were necessarily
incurred in connection with the specific travel assignment. Departmonts
and agencies are cautioned to see that travel on an actual subsistence
.expense hasis 1s administered in accordance with the spirit and intent of
the law and to take such ateps as are necessary to prevent abuses.

d. leave of absence,

(1) Except as stated below, if the time that leave of absence begins g
or terminates is within the traveler's prescribed hours of duty, subsist~- TN e
enco allowanco will terwinate or bogin at snch tima. If leave of absence

L ' Lo (Nos A=T) ‘
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~does not begin or terminate within the traveler's prescribed hours of duty,
the traveler will be regarded as being in subsistence status until midnight
of the last day preceding the leave of absence and from 12:01 a. m. of the

. day following the leave of absence: Provided, That if after such leave of

absence the traveler returns to a duty status at the same or different §

temporary duty station, lodging will be allowed only for the night preceding.

his first day's leave of absence or the night preceding his return to duty
status, ' '

(2) Where for the traveler's personal convenience or through the taking
of leave there is interruption of travel or deviation {rom the direct route,
the subsistence allowed will not exceed that which would have been incurred
gn 2n§nterrupted travel by a usually traveled route. (See secs. 3.2, 3.3,

20. ’

(3) A traveler will be considered to be in subsistence status on non=
work days unless (a) he roturns to his official station or place of abode
from which he commtes daily to his official station, (b) a nonwork day is
immediately preceded and followed by leave of absence, or (c) one or more
nonwork days immediately precede and follow a period of absence.

(L) Fractional leave of absence wholly within a day, where for half of
the prescribed working hours or less, will be disregarded for subsisience
purposes; where it exceeds half of the prescribed working hours, no sub-
sistence will be allowed. : '

(5) The provisions of section 6.5 applicable to per diem in lieu of
subsistence shall also apply to the allowance of subsistence expenses.

e. Return to official station for nomwork days.-—At the discretion
of the administrative officials a traveler may be required to return to
his official station for nonwork days. In cases of voluntary return of
a traveler for nonwork days to his official station or his place of abode
from which he commtes daily to his official station, the maximum reim-
bursement allowable for the round trip transportation and actual subsistence
en route shall ve the necessary subsistence expense which would have been
allowable had the traveler remained at his temporary duty station.

f. Itemization of, and roceipt for, expenses.--Actual and necessary
subsistence expenses incurred on a travel assignment for which reimbursemsnt
is claimed by a traveler must be itemized in a manner prescribad by the

' . heads of departments and establishmonts which will permit at least a roviow

of the amounto spont daily for (1) lodging, (2) moals, and (3) all other
items of subsistence expenses. Receipta shall bq roquired at least for

lodging, |

1
-
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(TO THE LEADS OF ENECUTIVE Dalmmmrs AND ESTABLISIMENTS . . . B

-SUBJ““: Standardized Goverument Travel Regulations

1. DPurpos: This Traasmitcal Memorandum amends section 6.2b(l) and - *
sectLom 9.12 a(l) of the Stdndardized Goverumment Trwvel Regulations K
to give cffect co P. L. 91-114, cnacted November 10, 1989. That Act s

inceveased the maximum per digm xut¢ for travel within the limits of

the "continental United Svates" (the 48 contiguous States and the '

District of Coluwbia), and also the maximum per diem which may be ,

allecwed within the continental United States, and clsewhere, whenever

the zctual expense method of reimbursing for travel has been authorized
" by &tine hezls of dcpartmcnts and establishments because of unusual
circumstances. ‘ ' !

2. Amendments. Section 6.25(1) of the Standardized Government Travel
. Regulations is amended by substituting the amount of $25 for the amount
- 0f.516; and section 6.12b(1l) is amended by substituting (a) the amount
oi $ﬁp for $30, and (b) the amount of $18 for $10.

.3, Adminizrrative control. As provided in the Regulations, the $25
amount is the maximum per diem which may be authorized for travel within
" the continentai United States, and the amount of $40, and the amount of
$18 plus the applicable per diem rate, are ceilings beyond which daily
actual expenses.(when such method is justified and authorized) may not
be reimbursed.

As set forth in the Regulations, it is the responsibility of each depart-
ment and agency to authorize only such per diem allowances as are justified:
by the circumstances affecting the travel. Care should be exercised to .,
prevent fixing per diem rates in excess of those required to meet the -
nacessary authorized subsistence expenses. To this end, comsideration T
should be given to factors such as known arrangements at temporary duty '
locations where lodging and meals may be obtained without cost or at
prices advantageous to the traveler; established cost experience in the |
'1ogalities where lodging and meals will be required; situations where '“;&
- special rates for accommodations have been made available for a partlcular
' meeting or conference; the extent to which the traveler is familiar with .
establishments providing lodging and meals at a lower cost in certain ’€
. locelities, ‘particularly where repeated travel is involved; the mode of "
‘~;travel ‘where' sleeping accommodatlons may be provzded as part of the
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.tranaportat&onﬁ el as 51gnments involv;ng duty for“;f
owtewdcd peelods at tcmporary duty stat;ons where tlavelers may be

In che 1ntcrest OL uniform treatmen“ of employces, whenever a meetlng
i\ . O conference iu arranged which will involve the travel of dtcendcesl ,
.from other agencies or components of the same agency, the agency or ”tﬁg”
“agencies sponsoring the meesting or conference are requested to recommcnd"
to the other participating agencies or components a uniform rate of per,
“diem allowance that would be reasosable in view of the circums.ances ofj

the parulcular meeting or conferenc ' . R

- As provided in the chulatlons, travel authorizations on an 4ctual expense"
basis will be limited to specific travel assignments whcre due to the'

unusual circumstaences of the assignment, the maximum per diem allowance‘
wOuld be much less than the amount required to meet the necessary
‘sunalstence expenses of a traveler.;

J‘Effeetivefdate.

Ty

o These amendments are effective November“lo 1969.

AT
(W
,v.',xi.,t.
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supported by Senator B. Iliverett Jordan, chairman of the Committée on
Rules and Administration, in a letter urging {avorable committee con-
' sideration of increased per diem allowances for Federal employees.

The increase in maximum actual expenses is believed necessary to cover
those relatively rare situations in which Senate Members and employees
are required to travel on official business iu areas where travel costs are
so high that the maximuam per diem is palpably insufficient to reimburse
their actual expenses, Yu this connection, it should he noted that existing
law permits payment of actual expenscs only if approved in advance by
the Committee on Rules and Administration, in accordance with its pre-

seribed rules and regulations,  Furthermore, during the past 13 months,
this authority has been granted on only six occasions, and utilized only
five times.

CONCLUSTONS

The committee has been advised by the Burean of the Tudget that offi-
cial Government travel hy Federal employcees totals an estimated 9 million
o . man-days cach year. Although official travel is necessary to the conduct
' of Government business, it is exceedingly costly, hoth to the traveler and
the Government. In view of strong pressures for ccminmy and the reduc-
tion of Government expenditures, the committe urges that a determined
and concerted effort be made by all Federal departments and agencies to
limit official travel to the minimum consistent with. the effective aud
cfficient conduct of Government business.  The committee desires to make
it clear, however, that when Federal employees travel on of ficial Govern-
ment lusiness, they should not be ecither expected or required to suffer
personal financial losscs. . '

We are in a period of high prices and rising costs which has been recog-
nized by the Congress in the form of a series of pay raises designed to
achicve comparability with private enterprise and maintain the integrity
of Federal employces. Thus, although necessary steps have heen tiken
to enable Government employees to meet their personal ever-increasing
costs of living, nothing has been done, since 1961, to enable the Govern-

o ' “ment to meet its obligations to those of its employees who are required

o to travel in the course of the transaction of the Government's business.

) Following a carcful analysis of available statistics relative to travel
' costs, the committee has concluded that a maximum per diem of $25 is

fair and equitable under current cconomic conditions in the United States.

In this connection, the committee_calls attention to the fact that a statu-

tory device provided for hy the Congress to assist Federal cmployces in
defraying necessary travel cxpenses has been virtually ignored. _Since

1955, the Congress has authorized department and agency heads to reim-

hurse Federal employees, under regulations prescribed by the Director of

the Burcau of the Budget, for actual and necessary €Xpenscs, not to ex-

’ ceed a specified amount, “when the maximum_per diem allowance would
be much less than these expenses due to the unusual circumstances of the

. travel assignment.”  Qriginally established at $25 per day, and increased
to $30, in 1961, the maximum allowance for actual expenses was increased
bv the committee to $40_per day, on_the recommendation of the Bureau

g . 1254
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FEDERAL EMPLOYEES—PER DIEM

of the Budget. Despite the fact that this authority has existed for_ 14
vears, and annual travel involves some 0 million man-days, the committee
has learned that only about $150,000 is approved for this purpose annually.

‘The committee firmly believes that the increased use of authority to
pay reimbursement for_actual expenses in_proper_cascs_would result in
the correction of existing inequitics. It appears that the ﬁ,l’ﬁﬂ.)}'.ﬁ’f.limﬁﬂflm
administrative details now required for the authorization of actual ex-
penses have played a role in discouraging its use. Accordingly, the com-
mittce urges the Burcau of the Budget and agency hcads to make use of
this method of reimbursement for actual travel exXpenses, when_needed,
subject, of course, to the exercise of prudence and good judgment.

The committee again desires to emphasize the fact that the. increased
travel allowances which are provided for by H.R. 337, as amended, are
maximum rates, to be used by agency heads with care and discretion. Al- x
though every effort must be made to insure fair and equitable handling ‘
of travel allowances, agency heads are expected to exercise vigilance in . P
guarding against abuses.

No per diem is included in this bill for Senators’ staff members who
are required to return to their respective States and remain there on offi-
cial business. Per diem in lieu of subsistence is normally paid to Govern- .
ment employees when away from home on official business. However,
when a Member of Congress returns to his district or State and directs
a member of his staff to accompany him, or return to his State office for :
official business, no per diem is paid to such employees from the time of . ' SN
arrival until his departure. In view of the financial strain which is placed

on such employees who are rcquired to support their family in Washing- N i N
ton and maintain temporary residence away from home, some reimburse- '
ment, or tax credit should be allowed for such expenses. . ?15'

The committee does not favor payment of per diem for all employees
who may be needed in cach State for the conduct of congressional busi- . _
ness, but it would appear that some credit or tax deduction should be per- g r

, mitted for part or all of such expenses. : LA

Legislative jurisdiction over this matter is vested in another committee ‘ ' i,
.of the Senate and for this reason nn amendment was proposed to FLR.
337. However, the committee strongly recommends that the appropriate

committee consider providing some tax or other relief to congressional 3’{_‘,
employees who .dre required to remain in their :Members’ State or district ¢
at their own expense for the conduct of official business. ' b
. . i':i KRR

. l b

A
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30 July 19

MEMORANDUM FOR: Acting Deputy Director for Support

Bob:

1 understand that for some time now DD/S
has been paying travel and related #xpenses for wives to attend
"Wives Week' at the Advanced Management Program at Harvard.
1 also understand that you are mow proposing to expand this prac-
tice in order to include thoss Agency officials who are attending a
nurmnber of other similar management programs.

It seems reasonable to assume that one
is as justified as the other and that people attending training pro-
grams other than managemcat programs might lay equal claim |
to similar treatment. .mn be glad to entertain any policy pro-
posals on this matter which you might have. In the meantime,
please discontinue this practice a;::s well as at any other
places where it may now exist. ,

787 1. X. White '

L. K. White

ExDir:LKW:jzf
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